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[-9 Verifiers Quick Reference Guide

PREREQUISITES

e Before a user is authorized to work in the application, the following prerequisites
must be met:
=  The ADI9 Computer Based Training (CBT) must be taken. Your agency HR will
show you how to register for and take this class.
= Auser profile must be created: advise your agency |-9 Lead after you have
taken the CBT so he or she knows to create your profile in the application.
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ACCESSING THE APPLICATION

LogIn

e Loginto the application — the web adress is on the first page of the document.
e The employer code is always 15716.
e Check the “Remember my Employer Code on this Computer?” box.

COMPLIANCE CENTER [l Hame

Privacy Py 1
- =
: : mmlﬁ

| Pemember my Employer Code on this computer?
Continue

ry & 2024 Loufax Workforce Solutions, &/s Tabs Comporation, @ wholly ovned subsadiry of Lowifan Inc., Atlanta,
Terme snd Concians £1 Georpa. AN ights Reserved.

User ID

e User ID = your 3 inititals (small letters)+ the last 5 digits of your EIN. If you do not
have a middle initial, use the letter “x.

e Example: John H. Smith, EIN 123456 — User ID = jsh23456

e Example Marie Parker, EIN 87457 — User ID = mxp87457

COMPLIANCE CENTER EHome Prvacy Policy ]

R e S e, W U
You are not logged into the site.
elect ope of the following ootion

State of Arizona

Enter your User ID to log in. Information is protected by industry
standard SSL encryption.

Terms and Conditions |  of Equifax Inc., Atlanta,

PIN
e The default pin is the 4-digit year you were born + the last 4 of your social security

number.

e C(Click Log in after entering your PIN.

e After you log in for the first time, you will be invited to answer 6 security questions
and change your PIN.

COMPLIANCE CENTER 3 Home: Privacy Policy [

You are not lagged into the site.
g select one of the {ollowing antipns 1o co

Terms and Candifions| FoF Equaciinc, Ahioks;
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Forgot PIN

e Follow steps 1 and 2 above.

e Click on the “Forgot your PIN?” link

e One of your security questions will pop up

e After you correctly answer the security question, a screen inviting you to create a
new PIN will appear

COMPLIANCE CENTER

State of Arizona

Enter your PIN.

" <Back || Log in

S ol  of Equifae
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COMPLETING SECTION 2 OF THE I-9

Lookup the New Hire

e Click on the Lookup link.

COMPLIANCE CENTER Privacy Policy ] Logout £ Welcome: John Sheller

State of Arizona ACTIVE DIVISION State of Arizona

Filter Off

Alerts | o
Tasks Not Started |o
webManager Heau Tasks Not Completed o
(ks )
Workflow Summary
Create Packet
Exports

Import/Export Logs

Settings

e Find the new hire by either
e Entering the last 4 digits of the new hire’s social security number

e Entering the first name and last name — not that partial values will work. So for
John Parker only the letters Jo (first name) and Pa (last name) will yield a result.

e Click View

COMPLIANCE CENTER Privacy Polieys] Logout[5) Weleeme: John Sheller

State of Arizona ACTIVE DIVISION State of Anzona

Filter Off
Last4ofss®
TO — T c—

Lookup * = partial values acceptable
Workflow Summary o
Create Packet

Exports

Import/Export Logs

Settings

e All employees that meet the lookup criteria will display. Click on the employee

name for the I-9 you wish to complete.

COMPLIANCE CENTER Privacy Policy £ Logout ) Welcome: John Sheller

State of Arizona

Current Filter Settings Lookup

ACTIVE DIVISION State of Arizona

A= Last 4 of SSN
—— 3 T [View |

Lookup * = partial values acceptable

Workflow Summary

Create Packet
e :dm:l Security Location Creation Date State
Exports. s Position Start Date
Import/Export Logs sh shn ADHRDAD-HUMAN RESQURCES 04/14/2014 05:41 PM |Process Terminated
555 DIVISION 05/01/2014
e DEPT OF ADMINISTRATION
Settings Sheller, John ADHRDAD-HUMAN RESOURCES 04/04/2014 11:46 AM [Filling Out E-Signature
00XX-0990 DIVISION 05/01/2014
DEPT OF ADMINISTRATION

Page 5 of 16



[-9 Verifiers Quick Reference Guide

Completing Section 2

e The employee summary page will display.
e Click on the Complete I-9 button

COMPLIANCE CENTER Privacy Policy £1 - Logout £ wiekome: Camille Lawrence
State of Arizona ACTIVE DIVISION State of Arizona
o
Filter OfF Adame, Samantha L Rt kip
Packet Information | Doouwments Tasks Noles workflow History Activities
Lockup

Reference ID Reset Password
Werkflow Surnemary r 1
Take Action
Create Packet Full Name

ndd Inwitation

Usar Management
Tasks - -
e Employment Ccmo_
1-9 Management Location DC21COC-OFNDR OPS-COTA CADETS Screening
Exports Position COTA Cancel Packet
ImMpor/Export Logs Start Date

Creation Date F11/2015 11:15 AM

Created By
EERAN State Documents Complete - Walting for Section 2 of 19

Tax Credit Eligibilil

1-0 Status Pending

Exempt from Overtime ®

e Ensure the Employment Date field is populated. If not, enter the first day of work.
e Click on “Review/Change Section 1 Information”

1-9 MANAGEMENT

ol bl el tegeal] et e
—L_Ji Pl adlby the employee.

™

Empioyce:

fror
| Employment pate:

Tocation
ADHSDADSUMAN RESOURCES DIVISION

sta
List A proves identity AND work authonization:

Sustandc
Ut 8 proves demtity: Recewr (4.6 rephcemant)
List € proves work sutharzation: RACHOR (4.5, rapicament) s

mployee temuinated belore completg 19
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10

e Review the Section 1 information and correct any errors or typos.

e Click “Continue”

18 MANAGEMENT

el santenl] el wpsell -

Emplevment Eligibility Verification

[

L LT e —t e L T
o S v, Trunaes B aseras O et and e

a
st e and nma, g Wumtar P s
[1234 S e [rrcar = =] [==
ST I Teacri e
fvovas [ e
s o zomeal e

R
Lot
s ress e oesan (9]
[ T——
el
ot
ot ot

| e, s -

(515 s o s Sowen
o e Lt

(18 s ot ramcers (i S e S0 e |

2w .
O wan e
errasn = e

Fve ey

B e e 15 S5 e i Al BT B LE DSt O B L
Az e

L At Rt e USOS, hmser. |
OR
E W 1 rrennn |

* i s w1 L e S2 (S et S Srmemr B
e we [ Ws o m Ban Pn e (e,

=gy P e
Sy o rmarson | =

] S e S 3412544 mumer i 5 3 e e S e 8 e
umar mee rase

P Zozes
[Pmceex iz T e

===k ____

19

11

e Enter the document names form the drop down menus

e Click Continue

e |If the document presented is a receipt, don’t forget to click the “receipt” box

4 Back to Comphonce:

Section 2 - Employes Review 3nd Venfication

Piaasa aiter the employment nfonmation and the document(s) presented by the smoloyee.
The employee must provide a photo ID to prove ther entky.

Employee:
Joe bit

Employment Date:

[snr20s | autors

Location:

ADHRDAD-HUMAH RESOURCES DIVISION

IEEET
T

The erplopie must prove ther Mentiy 30 suthorzation to work 1 the Unked States by premntng to

the employer ether | Lst A-0R- 1 Lt 8.3nd 1 Lst C document.

A receot ndicatng that an ndivdual has appled for an intal Employment Authorzation Dacument (Fom I+

766} o for a0 extenson of a0 erovng Form 1766 & 10T ACCEPTARLE roof of syt authoraation
ACCER TABLE

for Form 19, than thras busness days.

Lsta
m‘mﬂmmmnm:@amz oats Thist

®LstBand C
List B proves identity: DOlrgent (2.0, rwh@ﬂl ity Thi?
List € proves work autherization: Dlagrent (e.g. [evlacement) yrats Thz
~
J Employee terminated before completing 19
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12

e Enter the document information
e Click Continue

Below is an example of what appears if “passport” (list A document) was selected at
step 10.

19 MANAGEMENT
rom  piriaEl bl Lo FE e

[T [ e ¢ e e e vt
m Tha amgioryar must sxamns the dacumant(s] prasestad by tha smpioyas and reseed the Sing authaney,
document number, and document expiration date,  any.

Lisk A documsnt - U5, Passpert o IS, Passpart Card

Essuing Authority:

UL, Dapitmnt of State Saincle Document

Passpart &

Expiration Date (mm/dd! v

| ek || concet || costmue |

Below is an example of what appears if “driver’s license and social security card” (list B
and C documents) were selected at step 10.

Note the warning: acceptable social security cards should have nothing but the name and
SSN of the new hire printed on them.

1) Warnmg! D0 0T acompt & Socal Security Card statng "hot Vald for fmpleyment™

ISR [ nelorer must b he decumentis) piesented by the amobyes 36 reieed the ssanp aateeey,
document rumer, and document exDEoN Sate, £ any,

E 5 % Essued by State or
I ot

oo the State or Temtor on e Drers Licsnse_ | Zcls Dogumest

TN oocument o
pa ol T —r——

List € document - Social Securty Account Humber Card Without [mployment Restriction

Rssuiing Authority:
Soui Secarty Adrratriten
Soual Security Musber (0001000000
A
The number o the deument & the ame

13

e Check the “I have read and agree with the certification statement above” box.
e Digitally sign the I-9 by entering your PIN
e Click Continue
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E-Verify Employment Authorized Message

14

e Various messages may appear at the top of the Employee Detail page. The most
common is: Employment Authorized.
e Click on the view case details link

Employee Detail

| [ !) * Employment Authorized

'!') E-Verify

This E-Verify case requires further action. Click view case

ils to review the case and
take the appropriate action.

Name: Joe Drt
Other Names Used:
U.S. Social Security Number: 300(-)0(-4444 w
Date of Birth: 01/01/1962
Address: 1234 Clean Street
Phoenix, AZ 85007

15

Close the Case

e Click on Close Case

e Answer YES or NO (most common answer is YES)
e Click on Close case

Plsse seved o the ofthe page to cone.

Initial Vesification (0405 2015)
Wame: Jot et
Sl Security #: K000
Birth Dates 0101/1562
Emphoyment Bates 05/11/3015
Work Statuss A Crzen of the Unted States

Alien Registration
Hummber [USC1S Numbers

17
sl query subrmeted on e

(vl E-Verdy Sruditee Pt The 920 &
Reten Code: -1001)

ack Cose Case

Select Case Closure Option

E-Verify requires that you confrm that the employee i or & not currently employed before you can dose the
case.

1. Select Yes or No to ndicate if the employee is currently employed.
2. Select the closure option for this employee.
3. Cick Close Case.

Is the employee currently employed?
Yes - The employee IS cumrently employed with this company.
Mo - The employee 1S NOT currently employed. '
Back | Close Case | _

DHS or SSA Verification in process E-Verify Message

16

e DHS Verification in process: the process may take up to 3 days. Check back on the
status of this I-9 later. No further action is required at this time.

e SSA Verification in process: the process may take up to 3 days. Check back on the
status of this I-9 later. No further action is required at this time.
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Tentative Non-Confirmation Process (TNC)

17 e If E-Verify indicates a SSA or DHS Tentative Non-Confirmation

e First, review all the information entered in both sections 1 and 2 for accuracy.
Correct any errors you may find.

e If no errors or typos are found in the 1-9, contact the new hire and inform him or
her that there is a discrepancy between the information provided on the I-9 and
what is on file at either DHS (Department of Homeland Security) or SSA (Social
Security Administration), the employee must be contacted and he/she must make
a decision on how to proceed.

¢ The employee must decide whether or not they want to contact either the SSA or
DHS to have the error corrected (Contest or Not Contest).

E 55ATentative Nonmnfirmation
1) E-Venfy
This E-Verify case requires further action. Click view case 115 to review the case and
take the appropriate action.
Hame: Joe Dit
Other Names Used:
1.5, Social Security Number: 100000444 »
Date of Birth: 01/01/1962
Address: 1234 Clean Street
Phoeno:, AZ 85007
Employee Contests Tentative Non-Confirmation
18 ¢ If the employee wants to contest the finding, click on the Contest button.

ACTION REQUIRED!

The SAMPLE Further Action Notices on this page are for INFORMATIONAL PURPOSES ONLY. They a<e only
provided to help the employee decide to Contest or Not Contest the E-Verfy resuks. When the employes
makes ther decsion you MUST cick on the apprograte button below. After chcking the approprate button
you MUST folow the steps Isted on the E-Verfy Hstory page to actualy refer the employee to SSA of
DHS to close this E-Verfy Tentative Nonconfirnation case. You MUST print the ACTUAL E-Verfy
docurments on the E-Verfy Hstory page and provide copies to the employee.

E-Verfy Further Action Notices have been transited nto several Bnguages and are avalsble va 19
Ma t Help.

0 Notice
ton Hotce (Espafiol)

| Back Contest Hot Contest Close Case
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Review the I-9 information with the employee.
Click Continue

Verify Case Information

Verfy case nformation below and cick Continue.

Initial Verification (04/09/2015)
Name: Bamey Rubble
Socal Security : 003459725
Birth Date: 01/01/1950
Employment Date: 04/20/2015
‘Work Status: A Crzen of the United States
Alien Registration
Mumber/USCIS Humber:
194 %
Passport &:
Passport Country of Issuance:
Visa #: o via nurmber
Document Type: Drvar's Licanse Issued by State or Possesson with Photo
Issuing Authority; Arzona
Document #:
Document Expiration Date: 01/01/2025
Initiated By: Test One
E-Verify Company ID Number; 629537
Reason for Delay: Intal query submited on time.
Return Hame: Barmey Rubble
Status: 5S4 Tentatwe Nonconfimation.
Reason:

Check the box under # 3.
Click on SSA or DHS Further Action Notice (English)- (depending on if the Tentative
Non-Confirmation originates from SSA or DHS).

Home[d  PrivacyPolcy Bl HebEJ Logout ) State of Arkoon

SSA Referral - Case Number: 150409142728931
@ Print Notice

Print & Give to Employee

1.  Print the SSA Further Action Notice (FAN).

Review the SSA FAN privately with the employee. Notice
Confirm you have given the employee a pinted copy of

the=sgQed 55A FAN.
pave notified the employee and given them 2
ted copy of the sgned S5A FAN.

4. After these steps are complete, chck the Continue
button below.

boglE o

5. E-Verfy Further Action Notices have been transited into
several bguages and are avaiable via 19 Management
Help.

6. [lauthorze my electronk signature to be appled to this E-
Verify document being provided to the employee.

ool |
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e Click on Refer Case

tomel]  Priocypolyl]  HebEd LogotEd Sy

SSA Referral - Case Number: 150409142728931

@ Refer Employee

Refer Emphoyes
The next step & to refer the employee to SSA.
To refer the employee to SS5A dick Refer Case

) After cicking Refer Case, the employes has 8 Federal goverr

[ Bk || cincel

e Click on the SSA (or DHS) Referral Date Confirmation link.

e The referral will print

e Review the Referral privately with the employee

e The employee must take this document when they visit the SSA (or DHS)
e Check the box under # 4

e (Click Complete

Home[d  PrivacyPolcy ] HepEl LogoutE ]

State of Arizc
SSA Referral - Case Number: 150409142728931
Print
® Confem

Print & Give to Employee

This employee was refemed to SSA on 4/9/2015. The employee must
visk 2 SSA field office within 8 Federal government workdays. To
complete the refemal process follow the steps below.

1. Print the SSA Referral Date Confrmation.
2, Review the SSA Referral Date Confimation privately with the
* employee.

3. Gwe the employee the SSA Referral Date Confrmation. The
employee will need to take the letter to a SSA field office,

4. Confirm you have given the employee a printed copy of the S5A
| Date Confrmation.

have given the employee a panted copy of the SSA
eferral Date Confrmation,

5. After these steps are complete, cick the Complete button below.

6. E-Verfy Referral Date Confrmations have been transated into
several languages and are avaiable vi I-9 Management Help.

e A Successful Referral message will display

Home[]  PrivecyPoicyE]  HepEl Logoutll e

SSA Referral - Case Number: 150409142728931

@ Complete

L&)

—
Retum to Employee Detad Page |
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Successful Resolution of Tentative Non-Confirmation

24 e No further action is required by the Verifier until the employee advises that the
issue has been corrected by SSA or DHS.
e When the employee advises that the issue is corrected, the Verifier must:
e Loginto the application and look the employee up by completing steps 1 to 7
above.
e Ensure that the Employment Authorized appears on the Employee Detail page
e Close the case — follow step 14 above.
| _!) | Employment Authorized
}_) E-Verfy
This E-Verify case requires further action. Click vicw case 1115 to review the case and
take the appropriate action.
Name: Joe Drt
Other Names Used:
U.S. Social Security Number: X000 X0(-4444 ~
Date of Birth: 01/01/1962
Address: 1234 Oean Street
Phoenc, AZ 85007
Unsuccessful Resolution of Tentative Non-Confirmation
25 e Being authorized to work in the USA is a condition of continued employment. If an
employment authorized message cannot be received for the employee, he or she
must be terminated. NEVER take any adverse action without consulting your
agency’s Human Resources Management.
Employee Does Not Contest Tentative Non-Confirmation
26 e Being authorized to work in the USA is a condition of continued employment. If an

employee decides not to contest a tentative non-confirmation, the employee must
be terminated. NEVER take any adverse action without consulting your agency’s
Human Resources Management.
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Uploading Documents and Photo-Matching

27

e The application will prompt the Verifier to perform the photo-match action
depending on what document information is keyed in section 2.
¢ When photo-matching is required, a copy of the document must be uploaded to
the I-9.
Note: do not upload any documents for which the photo-match process is
not required (for example: do not upload copies driver’s licenses or social
security cards).
e Certify that the photo displayed on your screen is the same one as the document
presented by the employee. DO NOT directly compare the photo on the screen to
the employee.

Tnitial Verification (04/09/2015)

Employment Date: 04/13/2015
Work Status: A CRgen of the Unted States

Al Registration

Nomber/USCIS Number:

o1 e

Passport #: 365561363
Passport Country of Issuance:

Viea #: o vea

Document Type: U.S. Passport of S, Faisport Gar
=3 | Issuing Authority: U.5. Department of State
Document &

Document Expiration Date: 04
Inftiated By:
E-Venfy Company D Number:
Reason for Delay: Intsi query submeted on tme.
Retum Hame:
Status: Pnato Hatchag

E-Verfy Photo Matching

You MUST comgare the photo below to the phota o0 the LS. Passport or U.S. Passport Card presented
by the employee. Do NOT compare the photo below from E-Verdy to the emoioyee drecty

Does the photo balow match the photo on the U.S. Passpart or U.S. Passport Card presented by the
Enpioyee?

Note: If o Photo on this Document’ appears beiow, select "Yes' and cick the Continue buttan.

rect. Thea, clck the
onse weh E-Verfy.

IHPORTANTI You MUST retan 3 copy of the emplopes's U.S. Passoort or LS. Passpart Card. To comoly
W this Federal Govemment requrt ay ether:

1. 5 the employes’s electronk Form 19 by cickng the
It A the Employee Detal page, OR
2. Copy the document and retan the hardcopy n a separate fl.

[ ]

28

e Upload a copy of the document to the I-9 case.
e Scan and e-mail yourself a copy of the document.

e Save the document to your computer.
e Click on the BACK button

Please scrol to the botiom of the page to ciose.

Emplovment Date: 04/13/2015
Work SEBtus: A CEzen of the Unted States
travon
Humber/USCIS Humber:
o1
Passport #: 369961369
Passport Country of lssuance:

5. Pasport Card

Dacument #:
Document Expiration Date: 04/27/2023
Initiated By: Test Two
E-Venfy Company 1D Number: 629517
Reason for Delay: [ntal query subited on tme
Return Name:
Status: Photo Matching

Photo Hatching (04/09/ 2015)

Status: Emgioyment Authorzed

IMPORTAMTE For 3 case WEh Photo Matching you NUST 1663 3 Copy Of the empkoyes's document.
You may ether:
1. Scan the document and attach the Image to the employes’s slectronc Form 19 by cckng the
Attach Fle acton in the -9 Hitory Section o0 the Emplaree Detal page, OR
| 2. Copy the dacument and retan the hardcopy i 3 separate fie.
Tattest that:
A hardcopy of the employes's document has been made and retaned.
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29

Scroll down to the bottom of the screen.
Click on Attach File

Form 1-129 Filing Date:
Audit Report:

E-Verify
Origination Date: 04/09/2015
Reason for Delay: Intil query submitted on time.
Current Status Date: 04/09/2015
Current Status: Employment Authorized.

Photo Matching Document: Copy not obtaned

IMPORTANT! For a case with Photo Matching you MUST retain a copy of the employee’s document.
You may either:
1. Scan the document and attach the image to the employee’s electronic Form I-9 by clicking the
Attach Fie action i the 1-9 History Section on the Employee Detai page, OR.
2. Copy the document and retain the hardcopy in 2 separate file.

Tattest that:
1A hardcopy of the employee's documant has been made and retaned.

I Th employee has been auchorcad by E-Varfy. To complet the process, ok the Close Case ‘
button below.

[ Hstory... ]

19 History
Everify

4132015 jnal 19 P yiew istor

Comments

30

Click on the arrow to select the name of the document
Click on Browse and get the document saved on your computer
Click on Upload

1-9 MANAGEMENT
romel]  Pracypoicyl)  repl] togatf] ]

4 ack to Complance Attach Docur
Conter

To upicad 3 document: do the folowng:

1. Seiact the document name fram the drop down st bk, If you have 3 document to upioad that
ICERESS 14 oo, SGRCE TN DKk 50 4 A0 T daciment a2 bk

D% the bramse... D seect the mage fle of the document 0 ukad. The iage e st

Bea T G, G, or vor
Chck the Upkiad bist

The decman you uamue: s deplayed and you must cick Comect or InComect to procesd.
Upload the

Ve 8 docmencs s uicaded vo o ik the Frnkhed btton

F you are unabis to upioad documents do the folowng:

1. G you could
2. Cick the Frished button.

Hate: The maxmum fle se that Gn be uplcaded & 1536 KB,
MPORTS e dosuments you upload wl NOT be saved untl you cck Fshed. You may not cick
ot Fihad Bt e you e

+ Uploaged 3 of the regured socuments, or
Chcked the chackon above ndeatng that ou couk not upioad documents

File Information

Select doaument:
US Passportor US. Passpod Cand @
Image fie to attach: C\Uun\chwr!\P

(TF., GF, 395, POF)
Document Hame:
Fiest Mome: Bréndon
Hiddie Initiak
Last Mame: Sral
S 20003360
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31

e Confirm that the photo you uploaded is the correct one for this case.
e If the photo is incorrect, click Incorrect and go back to step 30.
e If the photo is correct, click Correct

If the document displayed above i Corect, cick Correct below. Othervise, Cick Incorect.

32

e Click Finished

19 MANAGEMENT
Homel) eyl rebl] LogeutEd .

¥you are unable ta uplead documants do the folowny

ey n 2 documants e uploaded you mray cick the Frshed buto,

2. Chck the Frished button

Hote: The masmum e see that an be ugioaded & 1536 KE.

At 5 Wi NOT be aved . You may not clok
the Frnshed button uniess

+ Uplaaded al o the requted documents, or
H S— .

Fiie Information

Setect document:

Image fie to attach: Bromse.
(T, GiF, w6, POF)
Document fare:
Pt o adon
Hiddie tnsiat
Last o Sl
SSH: 00012369

1 G

33

e Verify that the “employment authorized” message displays.
e Close the case — see step 15 above.
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